
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. XS^ 

Page 1 of 2 

Agency Division/Unit 
Subsequent Injury Fund Executive 

Item 
No. 

Description Retention 

1 

2 

SIF Board Meeting Minutes 
(Hard Copy) 

Electronic version of these records to be 
Maintained under our IT Division and is 
Addressed in separate IT Schedule No. 

SIF Board Annual Reports to the Governor (copies) 

Original signed reports sent to Governor, copies 
Are sent to various departments and copies retained at 
This Agency 

Hard copy version to be 
retained 2 yrs., beginning with 
records dated 1/3/11 or until 
conclusion of next scheduled 
legislative audit, then 
transferred to Archives. 

All prior years beginning with 
1/21/02 to 1/3/11 to be 
transferred to Archives at this 
time 

Copies retained at this Agency 
to be retained for 10 years, then 
destroyed 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date ^"T) 

Sianature ^J^^UA^Cl 
Typed Narr^/ John L. Ulrich 

. Title Director 

Schedule Authorized by State Archivist 

Date 2 4 / 2-

Siqnature fytUr^^^C^/Cru^-^t^r 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date ^"T) 

Sianature ^J^^UA^Cl 
Typed Narr^/ John L. Ulrich 

. Title Director 
r r / 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL 

Schedule No. 2593 

Page 2 of 2 
Agency 

SUBSEQUENT INJURY FUND 
Division/Unit 

Executive 
Item 
No. 

Description Retention 

Employee Time Records (Hard Copy) 
Manual employee time records maintained 
by Agency Director and utilized bi-weekly 
to verify ongoing electronic time record 

balances (annual leave, sick leave, 
personal leave and administrative leave) 

Bi-weekly summaries of leave time earned 
and used and current leave balances are 

provided to each active employee. 

Fund Balance Statements 
Printout legal size monthly and annual 

fund balance statements prepared for SIF 
Board information updates regarding SIF 

receivables and payables as well as 
continuing Fund balance information 

which is elelctronically tracked by the SIF 
fiscal department and prepared monthly 

for review by the Director for Board 
presentation. Also retained are printed 

monthly statements provided 
electronically to the SIF by the office of the 

State Director Information contained in 
these records also provided to the 

legislature as part of the Budget 
presentation. 

Retain for 3 years for audit purposes 
and then destroy. 

Retain for ten (10) years and then 
destroy 

Schedule Approved by Department, Agency 
or Division Representative.. 
Date: _ / 13>o j I 1 

Signature: 
Typed Name 
Title: Director 

Oohti L. Ulrich 

Schedule Authorized by State Archivist 

Date: ifa/zOl^ 

Signatured 



INSTRUCTIONS -TYPE OR PRINT A SEPARATE FORM FOR 
EACH NEW OR REVISED RECORD SERIES. FORWARD WITH 
RECORDS RETENTION SCHEDULE (DGS 550-1) 

DEPARTMENT OF GENERAL 
SERVICES 

RECORDS MANAGEMENT DIVISION 
7275 WATERLOO ROAD 

P.O.BOX 275 - JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

Page 1 O f 

1. DEPARTMENT/AGENCY 

D E F I N I T I O N - R e c o r d s 

2. DIVISION Executive 3. UNIT Subsequent Injury 
! P H B ! ? ^ H y i u u p u i l e m i e u m i u l d s n o r m a l l y f i l ed a n d u s e d a s a u n i t f o r r e f e r e n c e a s w e l l a s r e t e n t i o n a n d d i s p o s i t i o n p u r p o s e s 

4. RECORDS SERIES TITLE SIF Board 
Records 

5. EARLIEST YEAR / LATEST YEAR 

10/02 to 12/11 

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series). 

Minutes of Weekly SIF Board Meetings including appeal review data, settlement 
recommendation and approval data, general management information, fund balance and 
investment data, revenue data and payables data. 

7. RECORD SERIES FORMAT(S) 

Letter Size \̂ Microfilm 

Legal Size 

Bound Book 

Audio Tape 

Other (Specify) 

Computer Tape 

Floppy Disk 

Video Tape 

11. FILE IS USED 

Daily Weekly Monthly 

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 

jste 110 320 E. 
fjowsontown Blvd 

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs 

Yes ^ 2 

8. RECORD SERIES SEQUENCE 

Alphabetical 

Numerical 

Geographical 

Other (Specify) 

9. VOLUME 

File Drawcr(s) 
Microfilm Reel(s) 
Computer Tapc(s) 
Other (Specify) j 

Number U ^ X c / 

£V>cH Courts, (?t VddeJii 

10. ANNUAL ACCUMULATION 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

I Other (Specify) D » K 
Number 

12. FILE BECOMES INACTIVE AFTER 

5- Month(s) 
Number 

Year(s) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify a 

No Yes pdf files on SIF 
iserver 

16. AUDIT REQUIREMENTS 

None r^StateQ Federal Independent 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any software/hardware) 

18. RECOMMENDED RETENTION 

No 

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 

ship original 
records with 
Board signatures 
to Archives and 
thereafter annually 

21. BAIL 

ixhlft 

DGS 550-4 (Revised 1/93) 



I N S T R U C T I O N S -TYPE OR PRINT A SEPARATE FORM FOR 
EACH NEW OR REVISED RECORD SERIES. FORWARD WITH 
RECORDS RETENTION SCHEDULE (DGS 550-1) 

DEPARTMENT OF GENERAL 
SERVICES 

RECORDS MANAGEMENT DIVISION 
7275 WATERLOO ROAD 

P.O.BOX 275-JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

1 Of 

1. DEPARTMENT/AGENCY SIF . DIVISION Executive 3. UNIT 

D E F I N I T I O N - R e c o r d s s e r i e s - A g r o u p o f r e l a t e d r e c o r d s n o r m a l l y f i l ed a n d u s e d a s a u n i t f o r r e f e r e n c e a s w e l l a s r e t e n t i o n a n d d i s p o s i t i o n p u r p o s e s . 

4. RECORDS SERIES TITLE pKnnual Report of 
IS IF Board to the 
Governor 

5. EARLIEST YEAR / LATEST YEAR 
2002 to 2011 

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series). 

Annual fiscal report to the Governor 

7. RECORD SERIES FORMAT(S) 

Letter SizcJ Microfilm 

Legal Size 

Bound Book 

Audio Tape 

Other (Specify) 

Computer Tape 

Floppy Disk 

Video Tape 

8. RECORD SERIES SEQUENCE 

Alphabetical 

Numerical 

Geographical 

Other (Specify) 

9. VOLUME 

Number 

File Drawcr(s) 
Microfilm Reel(s) 
Computer Tape(s) 
Other (Specify) • 

10. ANNUAL ACCUMULATION 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 

I Other (Specify) 
Number _ _ ^ 

11. FILE IS USED 

Daily Weekly Monthly 

12. FILE BECOMES INACTIVE AFTER 
1 O Month(s) 

Number 
Year(s) 

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office) 

^ Y e T ) No O Q t *-> 4 ( 

16. AUDIT REQUIREMENTS 

None ^Sta te^) Federal 

18. RECOMMENDED RETENTION 

IS. ACCESS RESTRICTIONS If yes, cite law(s) & regs 

Yes 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any software/hardware) 

Independent 

Yes ( N T ) 

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 

f^hfu 

DGS 550-4 (Revised 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 
Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE I OF / 

1. Department/Agency 

Subsequent Injury Fund 

2. Division 

Executive 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Manual time records 

5. Earliest Year/Latest Year 

to 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Manual employee time card records etc updated and recalculated bi-weekly 

7. Record Series Format(s) List all 

[g Letter Size • Microfilm 

• Legal Size Q Computer Tape 

fj Audio Tape rj Floppy Disk 

• Bound Book • Video Tape 

p o t h e r (specify) T ('^ C*AJl>J T ~ 

8. Record Series Sequence 

[~1 Alphabetical 

f~l Numerical 

19 Chronological 

r~l Geographical 

T~| Other (specify) 

9. Volume 

Number 

f~| File Drawer(s) 

• Microfilm Reel(s) 

7. Record Series Format(s) List all 

[g Letter Size • Microfilm 

• Legal Size Q Computer Tape 

fj Audio Tape rj Floppy Disk 

• Bound Book • Video Tape 

p o t h e r (specify) T ('^ C*AJl>J T ~ 

8. Record Series Sequence 

[~1 Alphabetical 

f~l Numerical 

19 Chronological 

r~l Geographical 

T~| Other (specify) 

10. Annual Accumulation 

Number 

• File Drawer(s) 

PI Microfilm Reel(s) 

• ComputerTape(s) £ 

@ Other (specify) f f ^ O K i . > 

1 1 . File is Used 

• Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) g Year(s) 

3 izAtot -Fon A>y.eu/ &Y AudiTou 

13. Current Location(s) (Bldg., Floor, Room) ~~}~(g{Jj LOkJ 

3*-0 ff. To^ovTo^u tit 3-lzoi 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

H Y e s n N o £ / . e t T A 6 M , - c 4 / ( y / M / ^ r * ^ 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes @ No 

16. Audit Requirements 

r~l None [3 State f_T Federal f j] Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

IS Yes • No 

OfitHbC L ir'ne 

18. Recommended Retention 

3 years for audit purposes 

19. Name and Title of Preparer 

John L. Ulrich 

20. Telephone Number 

410-321-2940 

2 1 . Date 

12/12/2011 

DGS 550-t (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE OF . 

1. Department/Agency 

Subsequent Injury Fund 

2. Division 

Executive 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Monthly Fund Balance reports 

5. Earliest Year/Latest Year 

to 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Monthly and annual Fund balance reports provided to SIF Director and SIF Board by Fiscal Dept. and also by State Treasurer's office 

7. Record Series Format(s) List all 

g Letter Size • Microfilm 

|~ | Legal Size ^ Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

|~~) Other (specify) 

8. Record Series Sequence 

Alphabetical 

• Numerical 

[ j& Chronological 

f t Geographical 

f~] Other (specify) 

9. Volume 

Number 

• File Drawer(s) 

f~l Microfilm Reei(s) 

• Computer Tape(s) 

IS Other (spectfy)„ 

10. Annual Accumulation « 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) . — 

gfj Other (specify! t~ & ^ ^ ^ 

1 1 . File is Used 

• Daily • Weekly Monthly fZ| Annually 

12. File Becomes Inactive After 

to 
Number • Monlh(s) gj Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

Ste 110, 320 E. Towsontown Blvd., Towson, Md. 21204 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

aves rjNo £ f.<zcT&6ui t A t t y oV_ 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes 0 No 

16. Audit Requirements 

• None © State f j Federal f j Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

|Bj Yes • No 

18. Recommended Retention 

19 years 1 

19. Name and Title of Preparer 

John L. Ulrich 

20. Telephone Number 

410-321-2940 

2 1 . Date 

12/12/2011 

DGS 550-4 (Rev. 1/93) 


